THEN EITHER
9.2 You have been appointed to a single salary point and the Council will review your salary annually on the anniversary of your appointment. 
EXPENSES

10.1
The Council shall reimburse you at NJC rates in force at the time for mileage incurred in the performance of Council business ("mileage expenses") provided that mileage expenses have been approved by the Council.
10.2
The Council shall reimburse you for other expenses which may include overnight accommodation, meals and fares incurred in the performance of Council business ("other expenses") provided that the other expenses have been receipted and approved by the Council.
10.3
You will be provided with a copy of the Council's expenses policy. and electricity due to working from your home.
WORKING AT HOME -INSURANCE
11.1 You shall notify your insurers that your home is your main place of work and that in the course of your employment members of the public may attend at your home.
11.2. You shall provide the Council with evidence that you have the correct insurance cover for the circumstances set out in clause 11.1.
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The Council shall pay for any additional insurance premiums arising from the arrangements for working at home set out in clause 11.2.
APPRAISAL
12.1You will receive an annual appraisal. 
HOURS OF WORK
ADDITIONAL HOURS
For employees who are paid at or below salary point 28
14.1
If you work more than your normal working hours, then subject to the Council's approval, you will be reimbursed at the appropriate NJC rate for these hours or you may take time off in lieu at a time to be agreed between you and the Council.
OR For other employees
14.1If you work more than your normal working hours, then subject to the Council's approval, you may take time off in lieu at a time to be agreed between you and the Council.
ANNUAL LEAVE
15.1 Subject to clause 2.2 of the contract, the calculation of your annual leave commences from the first day of your employment. You are entitled, in addition to the normal bank and public holidays, to 21
working days' leave in each leave year (pro rata for part time employees).
15.2
In addition to normal bank and public holidays, you will be entitled to two extra statutory days.
15.3
Your leave entitlement will increase to 25 working days per year (pro rata for part time employees) when you have five years' continuous service immediately prior to the commencement of the leave year.
15.4
If your employment commenced or terminates part way through the leave year, your leave entitlement will be calculated on a pro rata basis.
Deductions from your final salary payment will be made for any leave taken in excess of your entitlement.
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15.5Annual leave must be taken at times agreed with the Council. You may carry forward up to 5 days' leave into the following leave year, subject to the approval of the Council.
SICKNESS ABSENCE
16.1
If you are absent from work on account of sickness or injury, it is your responsibility to inform the Council of the reason for your absence as soon as possible, but no later than the end of the working day on which the absence first occurs.
16.2
You will be provided with a copy of the Council's sickness absence policy.
16.3
The Council shall have the right at any time to require you to submit to examination by an independent medical practitioner selected by the Council, to obtain a confidential report on your condition from such practitioner and to discuss with such practitioner the findings of his/her examination and his/her prognosis of your likely recovery and or fitness to resume work and any recommended treatment. 
SICK PAY
PENSIONS
20.1
The Council is a member of the Local Government Pension Scheme, which operates a contributory pension scheme which you are entitled to join. You have been provided with details in the booklet provided. There is in force a contracting out certificate for the purposes of the Pensions Scheme Act 1993 stating that the employment is contracted-out employment.
NOTICE OF TERMINATION OF EMPLOYMENT
During probationary period
21.1
Either party may terminate the contract by giving one week's notice in writing.
After completion of probationary period
21.2
The length of notice which you are obliged to give to the Council to terminate your employment is one month in writing.
21.3
The length of notice which you are entitled to receive from the Council to terminate your employment is four weeks in writing until you have been continuously employed for four years and thereafter such notice entitlement increases by one week for each year of continuous service until you have completed twelve years of continuous employment after which time you will be entitled to twelve weeks' notice. 
HEALTH AND SAFETY
23.1
You have a duty to ensure the health and safety of yourself and others.
You must also co-operate with the Council so that it can comply with its health and safety obligations.
23.2You will be given a copy of the Council's Health and Safety Policy.
EQUAL OPPORTUNITY POLICIES
24.1 You must comply with the Council's Equal Opportunity Policies. You will be given a copy of these Policies. 
TRAINING AND DEVELOPMENT
Overall Responsibilities
The Clerk to the Council/Town Clerk will be the Proper Officer of the Council and as such is under a statutory duty to carry out all the functions, and in particular to serve or issue all the notifications required by law of a local authority's Proper Officer. *The Clerk will be totally responsible for ensuring that the instructions of the Council in connection with its function as a Local Authority are carried out. *The Clerk is expected to advise the Council on, and assist in the formation of, overall policies to be followed in respect of the Authority's activities and in particular to produce all the information required for making effective decisions and to implement constructively all decisions. The person appointed will be accountable to the Council for the effective management of all its resources and will report to them as and when required. *The Clerk will be the Responsible Financial Officer and responsible for all financial records of the Council and the careful administration of its finances.
